





Very simple! This sock weighs only two 
ounces. And that’s all it takes to press 
down one key on the new Royal Elec- 
tric. It’s the softest touch in typing! 

It takes only three ounces to depress 
the carriage return key. Fact is, the new 
Royal Electric is 13 times easter to operate 
than a non-electric typewriter. 

And thereby hangs a long list of ben- 
efits you gain every time you type on 


® 
GYAL electrr¢ - standard portable + Roytype" business supplies 
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How can this sock make 
your typing easier ? 


the new Royal Electric. Because lighter 
work means easier work... faster work 
... better-looking work. 


Happier you! Happier boss, too, when 
he sees the letters—crisp and clean with 
that sparkling ‘‘book look.” 


Why not call in your local Royal Rep- 
resentative? A little office demonstra- 
tion should provide the final convincer. 








Products of Royal McBee Corporation— World's Largest Manufacturer of Typewriters 
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THE CASE OF THE 


HOT DIARY by 


YOUR GIRL FRIDAY 


. . and AFTER she read the first few pages . . . was HER face red? It was. She had underestimated her boss. Here's what was 
IN that HOT diary: 


“My secretary keeps complaining about what she calls ‘eye fatigue’. Says reflected glare on harsh typing paper 
and the black print on white paper slows her down to a walk by the end of the day. Well . . . even | have heard 
of Panama-Beaver ‘‘vision-engineered" products. Even | know about those COLORED Panama-Beaver Hypoint 
Carbon papers. They're soothing to the eye and harmonize with all paper. The Panama-Beaver Lustra Colorful inked 
ribbons do the same . . . scientifically harmonizing with letterheads and all forms. And take those EYE-SAVER 
Unimasters for spirit duplicating. Their tinted jackets avoid any glare. Easy on the eye, yet the typing stands out 
and they produce ‘brilliant copies in amazing numbers. | am surprised that my secretary... 


Well, our Diary snatcher, pink cheeks and all, wasted no time asking her office neighbor about Panama-Beaver. In no time a 
highly competent and accredited representative called to demonstrate the exclusive features the boss had known about all along. 
Now, don’t wait for the Boss to write you up in his diary. Just fill in the coupon below. Do it now and you'll receive absolutely 


FREE Panama-Beaver's outstanding eraser that helps you ‘‘erase without a trace”. 


.~ Mail Coupon Now! __ “ 


(on your company letterhead) s-4 i 
MANIFOLD SUPPLIES CO. 
19 Rector Street, New York 6, N. Y. ! 





1 want to see di d the lusive color 
/ harmony feat of Pa B Products and 
AC! at the same time receive my FREE Panama-Beaver 


eraser, 
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Coast to Coast Distribution pin 
Manirotp Supputes Co. See 
19 Rector St. New York 6, N. Y. aa os 





MERIDIAN EVR-FLAT CARBONS. ¢ EYE-SAVER UNIMASTERS LUSTRA COLORFUL INKED RIBBONS 
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How to make a great impression 


There are just three secrets. A fine typewriter. A 
fine ribbon. And fine carbon paper. (And, of course, 
you need an appreciative boss.) 

But you’ll find everyone appreciates the remark- 
able difference Park Avenue Silk Ribbons make. 
They’re so much sheerer the type gets closer to the 
paper. You get asharper “write.” 

They last longer, too, because of the extra yard- 
age. This means less ribbon changing for you. 


And when it comes to carbons, nothing matches 
Park Lane Plastic Back Carbon Papers. They won’t 
curl. Won’t smudge. Won’t leave feed roll marks on 
the copy. They always make a sharp impression. 
We won’t talk about typewriters because the 
chances are 2 to 1 you already have the finest—a 
Royal. So call your local Roytype Representative 
for the finest in ribbons and carbon papers today. 
He’s listed in the classified telephone directory. 


Royal McBee Corporation, world’s largest 
manufacturers of typewriters 


® 
F carbon papers... ribbons 
.. . quality supplies for all business machines, 
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First Vice President 


So much —depends on you, as members of The National 


Secretaries Association (International). April 21- 
27 we honor the First Lady of Business — The 
American Secretary. How can we as members of 
this Association contribute toward making this a 
worthwhile week? Through PUBLIC RELATIONS 
— First, we must have objectives and they are very 
important in public relations. Without them, we 
are engaged in aimless activity. The following are 
some sound objectives: 
(1) To create goodwill for the Association. 
(2) To interpret the Association’s place in your 
community. 
(3) To add to the reputation of the Association. 
(4) To emphasize the advantages of our Asso- 
ciation. 
(5) To enlist more members. 
(6) To define the educational goals for which 
we are striving. 


—_— medium to bring The National Secre- 


taries Association (International) to the public is 
COMMUNICATION. There are three require- 
ments for effective communication. 

(1) A well defined purpose. 

(2) Adequate content. 

(3) Skillful use of language. 
Many members will be appearing on TV and radio 
during Secretaries Week. Keep in mind the three 
effective communications. Now, just what defines 
the word “Communication”? In the broadest sense, 
the term, communication, includes all methods of 
conveying any kind of thought or feeling to other 
people, or of receiving expressions of thought or 
feeling from others. Whether you are grouchy or 
cheerful in your work can communicate to the pub- 
lic the real you. Keep in mind the Code of Ethics 
of The National Secretaries Association (Interna- 
tional) and your communication will receive a 
greater response from the public. 
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BECAUSE THE BOSS JUDGES YOU by the letters you give him, isn’t it 


aggravating to have your typing skill frustrated by a ribbon that doesn’t do 

7 you justice? This won’t happen if you use a SilKeeLox ribbon. And the one 
ccseiadel 

| p p who receives a letter typed with a SilKeeLox ribbon will think well of the 


company and the man who sent it. 


But the attractiveness of your work is only one of several reasons for using a 
SilKeeLox ribbon. The fineness of the fabric which means better originals 
also means better carbon copies. The same fineness 


of fabric permits 50% more yardage on the spool— 


hence much longer wear and fewer 
* : 

ribbon changes. 
| 0 nl rs) We suggest you try a SilKeeLox rib- 





bon... in just the degree of inking 

you prefer . . . and discover for your- 

self why this Silk ribbon by Kee Lox 
Designed to is indeed the Ribbon of Ribbons. == 


make a good Distributed by Kee Lox branch offices in 


; ae : The Secretary: The First Lad 
major cities and by authorized dealers. of inlediae ail occa” 


impression 
KEE JX, manuracturine COMPANY | Dept. 5-462 
Carbon Papers and Inked Ribbons Rochester 1, N. Y. 


OVER 50 YEARS OF GOOD IMPRESSIONS 





Part —ners we are in this Association. The first objec- 
tive in Public Relations, as you will recall, is to 
create goodwill for the Association. It is up to all 
of us to work together to build that one solid and 
firm foundation. We have a goal and we must 
achieve it by working together. 


4s we forget ourselves and get carried away by 
working as isolated chapters, divisions, or districts. 
We must always remember the third objective, that 
of adding to the reputation of the Association. 
What you do as a chapter, division, or district re- 
flects upon the whole Association. 





YOu. important as members. Remember that this 





is your Association. May the joy of Easter 
A tribute is being paid to the AMERICAN SEC- —season of reawakening, time of the Resurrection— 
RETARY — yow are being held responsible. remain with each one of you throughout the days ahead. 
YOUR ASSOCIATION YOUR ASSOCIATION 
BOARD OF DIRECTORS BOARD OF DIRECTORS 
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TOMORROW'S SECRETARY 


by MARTHA ROSAMOND, President 


The National Secretaries Association (International) 





eqn the American secretary for constantly striving 
to improve her skills and abilities and become a more 
effective part of the management team, the United States 
Secretary of Commerce Sinclair Weeks signed a proclama- 
tion declaring April 21-27 National Secretaries Week . . .” 

This proclamation by the Secretary of Commerce in 
praise of today’s secretary provides those of us who are in 
the secretarial profession with “words to live by” not only 
during Secretaries Week but throughout the year. Words 
that are an incentive and challenge to us as individual sec- 
retaries to be “better than we are”! 

We know that good secretaryship benefits the individual 
and is of particular benefit to management—but only if 
those of us in this profession adapt ourselves to the chang- 
ing times—we cannot stand still. Management is continu- 
ally asking for secretarial personnel who look “alive’—that 
“aliveness” created, of course, only by their own efforts. The 
secretary—around whom the wheels of our business econo- 
my turn—must constantly be on the alert to increase her 
knowledge and broaden her perspective. It will be through 
her own self-improvement program that she will be lifted 
from the quagmire of a still-evident abundance of em- 
ployees in the field whose abilities are limited to specialized 


mechanics only. 





Tremendous resources are available to us in business, in 
the professional and trade associations and within our per- 
sons .. . but in order to have progress we must have repeti- 
tious use of these resources. The future before us is dy- 
namic. We are just at the beginning of a new progress in 
all professions, and particularly in secretaryship. 

Secretarial integrity and the stability of the profession, 
based upon its highest standards, are synonymous with pro- 
fessional and economic progress. In order to provide this 
“aliveness” for the increasing needs of management, those 
practicing secretaryship must open the door themselves. 

The world of tomorrow will belong to those who have 
the specialized knowledge to match technological develop- 
ments. Professional people have put an important emphasis 
on increasing skills, and thus it is evident our working force 
is becoming more highly skilled with each passing year. 
There is certainly no indication other than a continuation 
of this trend. 

Therefore, in aiming for the highest goals and standards 
of her profession . . . in constantly striving to improve her 
skills and abilities and become a more effective part of the 
management team . . . the secretary of today will become 
the confident and successful secretary of tomorrow moving 
with ease in an ever demanding, expanding business world. 


Secretary of Commerce 
Sinclair Weeks signs the 
proclamation declaring 
April 21-27 National Secre- 
taries Week with Wednesday, 
April 24, designated as 
National Secretaries Day. 

On hand for the proclama- 
tion's signing are NSA 
President Martha Rosamond 
and Mr. Harry M. Nordberg, 
president of the Office Equip- 
ment Manufacturers Insti- 
tute, co-sponsors of 
National Secretaries Week. 
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... that REMINGTON RAND® Carbon Papers are truly 
revolutionary. They just won’t smudge under normal handling. 
That means clean hands for you, clean copies for the boss. 

The Remington Rand Laboratory of Advanced Research 
developed an entirely new method of processing waxes, dyes 
and toners to give you these revolutionary carbon papers. The 
‘“‘softness” that caused dirty hands and smudged copies in old- 
fashioned carbons is engineered out of REMINGTON RAND 
carbon paper finishes. 

And one touch of the keys gives you up to fifteen crisp copies. 


Remington. Fkand 


DIVISION OF SPERRY RAND CORPORATION 


See for yourself. 


Write for samples to Remington Rand, Room 1448, 315 Fourth Avenue, New York 10. 











CERTIFIED PROFESSIONAL SECRETARY 


by DOROTHEA L. CHANDLER, Dean, Institute for Certifying Secretaries 





Pape WORDS Certified Professional Secretary have special 
meaning for almost a thousand secretaries who have suc- 
cessfully passed all six sections of the examination and now 
proudly wear the CPS key. On May 3 and 4 hundreds of 
new candidates will participate in the 1957 examination. 

It is not too late for NSA members who have kept a file 
of The Secretary to spend a few hours going over some of 
the articles that have been printed on subjects covered in 
the examination. When I am asked questions about what to 
study and how to study for various sections of the CPS ex- 
amination, I wonder how much reading some secretaries do. 
Many articles have been published in your own magazine to 
broaden your understanding of such subjects as accounting, 
law, and human relations. 

Today in looking through my files, I spotted page 31 
from The Secretary for September 1954; twenty-three arti- 
cles on accounting were listed for the months intervening 
from September 1952 to August 1954. Although I realized 
that the articles were interesting when I first saw them, I be- 
gan picking magazines from the stack with a new apprecia- 
tion of their value to secretaries studying to broaden their 
preparation to do a better job every day as well as their 
value to secretaries preparing for the CPS examination. The 
articles should prove especially helpful to secretaries whose 
work is highly specialized. In magazine after magazine there 
were articles on law as well as accounting! 

Next, I opened the October 1952 issue and saw the name 
Dr. Irene Place (then dean) and the title Theory of Office 
Management. One sentence especially interested me, “Every 
alert secretary today should know something about office 
management as it is being taught in schools of business ad- 
ministration throughout the country. Do you? Have you 
read an office management text?” I’m quite sure many would 
have to answer no to the question. 

One of my colleagues, an office management professor, 
has frequently commented that secretaries should prepare 
for advancement by learning more about office management. 
Just to be intelligent listeners and helpful contributors to 
general planning, today’s secretaries need to know some- 
thing about office environment. What do you know about 
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lighting, color, sound conditioning, air conditioning, office 
equipment, and machines? What do you know about office 
layout? What do you know about filing? Are you using the 
best system for your office? Do you have a good system for 
retention and destruction for your files? Are you responsi- 
ble for the supervision of a worker? Do you handle the 
job well? 


Many of the letters that I have received indicate that 
candidates for CPS do not read current articles in The Sec- 
retary; therefore, it is apparent that they are missing the re- 
sources to be found in magazines published a few years ago. 
Have all the magazines been destroyed by neat secretaries? 
Surely in every group there’s one person who has thought- 
fully suggested that the education chairman make a file of 
the articles and pass them on from year to year. A small file 
about a foot square would hold the articles for several years, 
and what a helpful source this little file would be for the 
study groups! 


What do you expect of the professional men and women 
you know? No doubt you expect them to read their current 
professional literature and to take refresher courses. All 
kinds of courses are being given in evening schools for men 
and women interested in doing a better job now and in be- 
ing ready for the changes that are coming. 


The words Certified Professional Secretary are growing 
in meaning and value for those who have earned the right 
to wear the CPS key and for those who will attain the goal 
in years to come. Let us look at each word. Certified means 
guaranteed to have value, quality, or worth—something 
vouched for. Professional means having experience and skill 
in some pursuit or one worthy of high standards character- 
istic of the group designated. Although it is frequently mis- 
used, secretary means one trusted with secrets as well as a 
person employed to keep records and to take care of corres- 
pondence and other tasks. The combined words become 
meaningful—a person guaranteed to have quality and worth 
in a position requiring experience and training and trust- 
worthiness. Be proud of your professional status and en- 
courage others to attain it. 
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Appearance Always Counts 


Whether your office is at the North Pole or Main Street, 
U.S.A., the appearance of your business letters counts a- 
plenty. That’s why appearance-conscious secretaries every- 
where insist upon Columbia Ribbons and Carbons to create 
that correct impression their office correspondence must have. 
Columbia Ribbon and Carbon Manufacturing Co., Inc., 


Glen Cove, N. Y. 


RIBBONS AND CARBONS 


CLASSIC + SILK GAUZE + MARATHON + COMMANDER 


PINNACLE . RAINBOW ° DH&D . TITAN 








NSA EDUCATION COMMITTEE 


You... As an Investor 


by EDMUND W. TABELL 
Walston and Company, Inc. 





HOULD I invest in common stocks? 

This is a question more and more people are asking 
themselves these days. Basically, the answer is very simple. 
Most of us have adequate life insurance and a surplus fund 
or a savings account or government bonds in order to han- 
dle emergency expenses. If these needs are met, the indi- 
vidual with extra income or savings should certainly con- 
sider stocks as an investment medium. 

What is it that makes common stocks basically attractive? 
First of all, a sound common stock program can be a pro- 
tection against inflation. Let us assume that twenty years ago 
an individual put $1,000 in a savings account at 3% annual 
interest. Today he would have $1,808, but today’s dollar is 
worth only 51 cents in terms of 1936 dollars. Consequently, 
the individual is left with $922 today, or a loss of $78. At 
its recent price, however, the Dow-Jones Industrial Average, 
the most widely used measurement of common stock prices, 
was selling at 214 times its twenty year ago level. 

A note of caution, however. The fact that common stocks 
can go up in price means that they can also go down. Con- 
sequently, the need for the emergency reserve and life in- 
surance protection mentioned above. 

Many people have expressed doubt that common stocks 
are suitable for the person with a small income. This is 
hardly the case. There are 7,500,000 common stock owners 
in this country and they are people in all income brackets. 
If the reserves mentioned above are held, there is no reason 
why common stocks cannot be purchased in any amount. 

What about the problem of what stocks to buy? This can 
be solved in a number of ways. First of all, it is interesting 
to note what stocks are the favorites of American profes- 
sional investment managers—the stocks that banks buy for 
trust funds. Leading this parade we find names such as: 
Standard Oil of New Jersey, American Tel and Tel, Gen- 
eral Motors, General Electric, DuPont, Sears Roebuck, etc. 
These are names which are familiar to every American, and 
it brings to mind a very simple rule of buying common 
stock: buy only the best companies. Of course, the individ- 
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ual with time to spend to learn investment management can 
perhaps seek opportunities elsewhere. For the novice, how- 
ever, the name approach usually works out fairly well over 
a period of time. 

Another possibility which might be considered by the 
small investor is the purchase of mutual funds. A mutual 
fund is nothing more than the pooling of a number of small 
investment portfolios accomplished by the selling of shares. 
Through this medium the small investor can afford highly 
skilled professional management which might otherwise not 
be available to him. Many of these funds have plans where- 
by a regular amount may be invested every month or every 
three months in a fund of the investors’ choice. 

This plan also applies to individual stocks. Under a 
Monthly Investment Plan sponsored by the New York Stock 
Exchange, a regular commitment of as little as $40 every 
three months may be invested in any security listed on the 
New York Stock Exchange. The most important feature of 
this plan is called Dollar Cost Averaging. 

Let us assume for the moment that the investor puts $40 
a month into XYZ stock. When he begins his plan, the 
stock is $40 a share so that he buys one share of stock. The 
price declines to $20 and his $40 now buys two shares of 
stock. If the price rises again to $40, his $40 again will only 
buy one share, but on the three payments he will own a total 
of four shares of stock at a total cost of $120 or an average 
price of $30 a share. Thus he has a profit despite the fact 
that the stock is selling at the same price as when his plan 
began. 

The above summary is only a rudimentary outline of 
some of the rules for common stock investment. However, 
you need only to call upon a member of the New York 
Stock Exchange and he will be happy to advise you on an 
investment program to suit your needs. This information is 
available without charge at the office of any member firm 
and is available to large and small investors. You can thus 
discover if you, along with 714 million other Americans, 
should own a share in American industry. 
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Office slave? Definitely. The Olivetti Lexikon Electric is your devoted slave and 
willing servant, ready always to obey the merest flick of your finger, ready always 
to please you with beautiful typing. Equally appealing is the handsome Olivetti 
Lexikon Standard, with the “gentled” touch and other special features. Olivetti 
Corporation of America, 580 Fifth Avenue, New York 36, New York. 














THE BLUEPRINT OF AN ORGANIZATION 


by Mrs. C. R. LARIMER, Registered Parliamentarian, National Association of Parliamentarians 





WEN one wishes to build a home, 
or a business concern desires to 
erect its own building, the first step to 
take is to draw up a plan, or blueprint. 
This blueprint is designed to include all 
the features that will make for efficiency 
and practical functioning and, above all 
else, to include the necessary framework 
that will give the home, or office build- 
ing, strength. The possibility of growth 
and expansion must be taken into ac- 
count, and the necessity for modifying 
original plans must be realized. Often 
times it becomes necessary to rebuild the 
house; or tear down the building and 
erect an entirely new one. 

All of this can, and does happen to 
organizations; but the blueprint of an 
organization we call bylaws. Some even 
have both constitution and bylaws; but 
be that as it may, the rules by which a 
group of people govern themselves are 
their blueprint—their pattern of pro- 
cedure. Mr. Robert says, “the bylaws of 
a society should comprise all of its rules 
that are of such importance that they 
cannot be changed without reasonable 
notice to the members and then by a 
vote larger than a majority.” Mr. Robert 
also tells us that things of a temporary 
nature should never be placed in bylaws, 
and that bylaws are never suspendable. 

In organizing a club, a chapter, or any 
kind of society, immediately following 
the vote that such a group be organized, 
is the adoption of bylaws. No business 
can be transacted until it is known who 
are members, which one article of the 
bylaws should define. Only members may 
vote and hold office, therefore no officers 
can be elected until those wishing to 
become members have paid the required 
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dues. This may be done by taking a re- 
cess until all have paid dues who wish to 
become members. It is quite possible 
that some persons attending the organ- 
ization meeting did not come prepared 
to pay dues, but declare their intention 
of becoming a member, promising to 
remit their dues to the authorized officer 
as soon as possible. Remembering the 
spirit of the law as well as the letter of 
the law, their declaration to pay is taken 
in good faith, and they may be con- 
sidered a member tentatively, with the 
proviso that their dues must be paid by 
a definite date. 

The adoption of bylaws for a new 
organization requires only a majority 
vote, but after adoption any amendment 
or revision requires a 2/3 vote. Re- 
emphasizing the fact that a constitution 
or set of bylaws are not suspendable, it 
naturally follows that the only way in 
which these two types of rules may be 
changed at any time is by previous no- 
tice, and a 2/3 vote. A 2/3 vote means 
2/3 of the members present and voting, 
ie., 2/3 of the votes cast, not 2/3 of the 
membership or 2/3 of those present. 
The blueprint accepted by the member- 
ship must be respected, and not allowed 
to be tampered with easily. Great 
thought should be given to changes de- 
sired to be made, and sufficient time 
given for all members to be advised of 
such change, and serious consideration 
given. 

It is most interesting, quite unique, 
and fascinating to know the origin of 
the word. “bylaw.” It comes to us from 
England just as parliamentary law had 
its origin in the House of Parliament. 


As one would say in America, “we shall 
go into the highways and byways” for 
any purpose whatsoever, the “bys” in 
England were as little stops in the roads 
—small places—smaller by far than the 
“shires,” more commonly thought of in 
our country as counties. The laws of the 
“shires” were superior to the ordinances 
or simple rules for living in the “bys” 
and thus the term “bylaw” was secondary 
to the “shire” law; as interpretation in 
this country might be in relation to high- 
er laws such as constitutions of delibera- 
tive bodies, the bylaws are a by-product 
of the constitution, and must be in har- 
mony with it. 

Mr. Robert and Dr. S. W. Longan, 
founder of the National Association of 
Parliamentarians and an authority of 
note, both agree that there is nothing 
gained by dividing the rules of an or- 
ganization into a Constitution and By- 
laws, that it is much simpler to call them 
all bylaws, and to place under each head- 
ing everything relating to that subject. 
This procedure is being followed more 
and more by a great number of organ- 
ized groups, with much success. A Con- 
stitution has been called “the organic 
law” of an organization. It sets forth the 
name and purpose; determines the mem- 
bership; establishes the officers; the meet- 
ings, and provides for its amendment. In 
short, six articles compose a constitution. 
The number of articles found in a set of 
bylaws will be determined by the size 
and the activities of the organization. 

There is another type of rule which 
facilitates the administration of affairs 
of a great many deliberative societies. 


(continued on page 16) 
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No...the IBM Electric can’t handle the petty cash but... 













save time 

















3. — 
> — - IBM TYPEWRITERS 


it will produce The IBM gives you typing to be proud of —always 
uniform no matter what touch you use. And it’s the 
better typing ... world’s simplest electric—in design and operation. 

Best of all, the IBM requires 95.4% less “finger- 


effort” than a manual—to make your job easier! 


Why not tell your boss what a wonderful difference 
the IBM can make in your office . . . and how it will 
and energy, t0O! pay for itself by reducing typing costs? And be sure 
to remind him that the IBM is America’s first, finest 
and favorite electric typewriter by far! 


National Secretaries Week 
April 21 - April 27 


—OUTSELL ALL OTHER ELECTRICS COMBINED! 











OFF TO THE 
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This type is known as the standing rule, 
rules of a semi-permanent nature, which 
may be amended or rescinded without 


the delay and trouble attending the ° 


amending of bylaws. Standing rules sup- 
plement the bylaws. They may be 
adopted by majority vote at any regular 
meeting. They may be amended at any 
regular meeting by majority vote if 
notice has been given, or by 2/3 vote if 
notice has mot been given. A standing 
rule may be suspended at any regular 
meeting by a majority vote. Suspending 
a standing rule is quite different from 
suspending a bylaw, which is never per- 
missible unless there is written into the 
bylaws a special rule for their suspen- 
sion. This is an exception rather than 
the rule. 

Every organized society should adopt 
some work on parliamentary law as its 
authority. This authority must be pro- 
vided for in the bylaws. However, the 
bylaws of the group supersede that of 
the authority. There are many situations 
which arise in meetings which a treatise 
on parliamentary law does not pretend 
to answer, even though such work may 
have been written for the specific pur- 
pose of serving as an adopted authority. 
Thus it becomes apparent and necessary, 
many times, for a presiding officer to 
use her best judgment in answer to any 
question of order that arises whether 
covered by the adopted authority, or not. 
Her decisions are, of course, subject to 
appeal in which case the assembly then 
uses its best judgment, also based upon 
the adopted rules. 

Oftentimes there is confusion as to 
what is meant by a conflict between the 
bylaws of a subordinate group, and those 
of its superior body. Some members get 
the idea that if the parent or superior 
body has adopted a certain rule regu- 
lating its procedure, an affiliated group 
must not adopt any rule which binds its 
own procedure to a different method. 
The fact of the matter is that no conflict 
exists, unless the superior body in its 
bylaws specifically requires the same ad- 
herence to certain procedure by the 
lower body. In like manner, all rights 
not denied by the Constitution of the 
United States to the separate states are 
retained by the states. These are state 


rights. And so it is that superior bodies, 
whenever possible, should leave affiliated 
groups unhampered by dictation. The 
natural right to govern resides in the 
lower body, not the upper. This, Dr. 
Logan says, is the democratic ideal. In 
line with this trend of thought, however, 
it must be added that any bylaw that 
conflicts with its organization’s Consti- 
tution (if it has both), or if it conflicts 
with a state or national law, is illegal. 

If the structure built from the original 
“blueprint” is to remain strong, the 
members of its “household” must know 
all of the specifications. Members should 
consider their organization’s bylaws an 
instrument of direction and protection 
for themselves and the entire assembly. 
The officers should carefully study and 
abide by them. The president, the sec- 
retary, and the parliamentarian should 
always have a copy of the bylaws before 
them at every meeting. Much valuable 
time can be saved when these particular 
people can upon a minute’s notice turn 
to a bylaw under discussion. 

It may be a source of encouragement 
to know that there is no perfect set of 
bylaws. If there were, an organization 
would stand still. Progress means change, 
and the changing of bylaws — when 
needed — is evidence that a group has 
outgrown its old habitation, and modi- 
fications are in order. Sometimes this 
may mean a complete new structure. Mr. 
Robert reminds us that “while it is im- 
portant that an assembly has good rules, 
it is more important that it is not with- 
out some rules to govern its proceeding.” 
In the words of an English writer: “It 
is much more material that there should 
be a rule to go on than what that rule 
is; that there may be uniformity of pro- 
ceeding in business, not subject to the 
caprice of the chairman, or captiousness 
of the members. It is very material that 
order, decency, and regularity be pre- 
served in a dignified public body.” 
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THE SECRETARY AND CIVIL DEFENSE | 


Part Three 


by JEAN Woop FULLER, Director of Women’s Activities 
Federal Civil Defense Administration 





F tare is probably no group of women 
today better informed on the chang- 
ing world than America’s secretaries in 
commerce, business, and industry. 

And particularly well informed in cer- 
tain specialized knowledges are the sec- 
retaries in our institutions, colleges, 
universities, and hospitals. 

For this primary reason, the nation’s 
secretaries should take their important 
and essential part in preparedness of our 
nation for continuing security and safety 
—through civil defense. It is a role that 
is based directly on your knowledge and 
abilities. It is as close to your heart as 
your home and career. 

Our military and civil defense experts 
agree that America can be attacked by 
city-smashing nuclear weapons—by the 
sudden death of nerve gases and other 
biological and chemical weapons. Hun- 
dreds of thousands of persons can be 
killed and injured in the first hours of 
such an attack. Many more can die later 
—or be sickened—by radioactive fallout 
over large areas of the United States. 
More hundreds of thousands can be left 
homeless, hungry, and suffering. 





Registered nurses in training with civil de- 
fense. Here, simulated injuries are being 
prepared for a first-aid and medical care 
exercise. The five-day course at FCDA 
headquarters in Battle Creek, Mich., pro- 
vided 63 nurse leaders with specific med- 
ical information on treatment of attack 
casualties. 
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Good civil defense can do more than 
help us get to our feet after the shock 
and devastation of an all-out nuclear at- 
tack. It can even help prevent that at- 
tack from ever being launched! 

How? Simply by convincing an ag- 
gressor, through the thoroughness and 
discipline of our preparedness at home, 
that he could not hope to destroy and 
demoralize us enough to defeat us—nor 
to blunt the might of our retaliation. 

There are other dangers we cannot 
block by preparedness: natural disasters. 
You know of them; perhaps you've ex- 
perienced one or more of them—floods, 
tornadoes, hurricanes, blizzards. We can’t 
stop natural disasters but, by being ready 
with trained abilities and practical know- 
ledge, we can blunt their effects. We can 
reduce the toll in dead and injured; we 
can provide plenty of practiced relief; 
we can help individuals, families, and 
communities to recover sooner. 

This preparedness called civil defense 
begins in your home, your family, your 
job, your career. In the most basic way, 
you will be preparing for the protection 
of those things you love, those things 
that are your personal security and life. 





Women train in realistic surroundings to 
work as first-aid teams, in conjunction 
with the 200-bed civil defense emergency 
hospitals now strategically stockpiled 
throughout the nation by FCDA and be- 
ing made available to state and city civil 
defense units. 
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CHANGES IN OFFICER 
DIRECTORY 


FORT LAUDERDALE, FLORIDA 
( Fort Lauderdale Chapter ) 
Treasurer 
Mrs. Olive M. James 
c/o Birdwell Corporation 
401 Broward Bank Building 
Fort Lauderdale, Florida 


LEXINGTON, KENTUCKY 
(Blue Grass Chapter ) 
President 
Mrs. Mary K. Sullivan 
343 East High Street 
Lexington, Kentucky 


TYLER, TEXAS 
(Tyler Chapter ) 
President 
Mickey Mayne 
Apartment 23, Nunnelee Apts. 
Tyler, Texas 


CHEYENNE, WYOMING 
(Indian Paintbrush Chapter) 
(New Address ) 

President 
Mrs. Kathryn C. Fait 
211 East 24th Street 
Cheyenne, Wyoming 


LANSING, MICHIGAN 
(Lansing Tuebor Chapter) 
Treasurer 
Ruby Fox 
1018 West Ottawa Street 
Lansing, Michigan 


DENTON, TEXAS 
(Denton Chapter ) 
(New Address) 

Treasurer 
Mrs. LaDell Owen 
138 Coventry Place 
Fort Worth, Texas 


ASSOCIATION ACHIEVEMENT 
AWARD COMMITTEE 

Ella Mae Morris, S.W. 

1125 North Riedel 

Fullerton, California 


WOOSTER, OHIO 

(Anthony Wayne Chapter) 
Treasurer 

Mrs. Lester Vosteem 

339 Spink Street 

Wooster, Ohio 


NEW KENSINGTON, PENNA. 
(Allegheny Valley Chapter) 
Recording Secretary 
Miss Ruth Burns 
649 Ridge Avenue 
New Kensington, Pennsylvania 


HOLLYWOOD, CALIFORNIA 
(Hollywood Chapter) 
Treasurer 
Mrs. C. E. Rule 
42244 Guardia 
Los Angeles 32, California 


CAROLINAS DIVISION OFFICERS 
President 

Miss Juanita Ramsey 

1509 DeSoto Place 

Greensboro, North Carolina 
Vice President 

Mrs. Sara B. Shealy 

P. O. Box 1080 

Columbia, South Carolina 


NEW ORLEANS, LOUISIANA 
(Nola Chapter ) 
Vice President 
Ethyl Margot 
Fitzgerald Advertising Agency 
Lee Circle 
New Orleans, Louisiana 
Recording Secretary 
Veronica Grasafh 
4618 Cleveland Avenue 
New Orleans, Louisiana 


SOUTH BEND INDIANA 
(River Bend Chapter) 
Treasurer 
Mrs. Coola Philippis 
911 West Colfax Avenue 
South Bend, Indiana 








If massive natural disaster or nuclear 
attack comés, regular emergency services 
will be strained far beyond their usual 
capacities; some may be crippled, or 
even destroyed. 

You may have to depend, therefore, 
on your training and knowledge—to 
survive, to help your family and others, 
to help restore your community or the 
nation. 

As a secretary, you have a vital stake 
in this training and knowledge. As a 
homemaker, you are part of the tradi- 
tional devotion that always is woman’s: 
to safeguard your family. Finally, your 
civil defense preparedness, united with 
that of many other American secretaries, 
becomes a mighty force for peace and 
protection. 

What can you do now? 

First, you can become an important 
force for civil defense on your job. To- 
day, your job is essential to the nation’s 
security. The firm, industry, or business 
for which you work is part of America’s 
productivity—the strength we must pro- 
tect against attack or natural disaster. 
Our nation must be ready to recover, to 
restore its business and industrial 
strength, to rebuild after disaster. 

You can help company officials organ- 
ize appropriate civil defense in your of- 
fice. If industry defense is already in- 
cluded in your company’s emergency 
plans, take part in it. As a secretary, your 
job applies directly to company civil 
defense. 

As an example, one of the ten basic 
steps in industry defense is preservation 
of company records, so production can 
be rapidly restored after disaster. Your 
important place in this pre-emergency 
work is obvious: copying, assembling, 
microfilming, etc. And your vital role 
extends to many other phases of com- 
pany preparations, too—all covered in 
an interesting and well-written publica- 
tion, “Industry Defense,” which can be 
obtained from local, or state civil defense 
organizations, or from Federal Civil De- 
fense Headquarters, Battle Creek, Mich- 
igan. 

Probably the most important part you 
can take in your company’s civil defense 
is in employee preparedness. Mass emer- 
gencies that employees of any firm may 


face probably will be bigger tasks than 
any one person can meet alone. Person- 
nel must organize, train for, and practice 
specific emergency duties. They include 
evacuation drills, first aid, simple rescue 
methods, storage and removal of emer- 
gency supplies. 

Your company, of course, can be a 
cooperative partner in civil defense or- 
ganization, training, and practice exer- 
cises. By working together, company and 
employees can create an efficient emer- 
gency preparedness team. 

Civil défense is practiced preparations 
for any emergency. Thus, it extends from 
you and your job, right to your family, 
friends, and home. The essential emer- 
gency actions at your job reach into your 
home. 

The foundation for emergency pre- 
paredness in your home—wherever you 
live, with your family, with an unrelated 
group, or by yourself—is found in 
“Home Protection Exercises,” published 
by FCDA. You can get your copy from 
the local civil defense office or by writ- 
ing FCDA headquarters, Battle Creek, 
Michigan. 

Home protection exercises are the 
actions you should know for an emer- 
gency; how to practice doing them until 
they become “automatic” even in the 
excitement and confusion of emergency. 
These exercises tell simply how the 
family or any group under the same roof, 
can be an efficient, cooperative “team,” 
working to help each other. 

For example, the booklet describes 
what to do when warning signals sound. 
You should know your local civil de- 
fense emergency signals — the sirens, 
whistles, or horns — and what they 
mean: enemy attack threatened, attack 
imminent, evacuation, and so on. You 
should know what to do at each signal. 

Preparation of home shelters is de- 
scribed in this booklet. Although your 
residence may not be in the potential 
damage area of an enemy attack, remem- 
ber that damage can occur almost any- 
where in a natural disaster. It may be 
necessary to get into and stay in a pro- 
tective area of your home. Radioactive 
fallout from nuclear explosions many 
miles away can contaminate large resi- 
dential areas, forcing people to stay in- 
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side. An interior room will reduce fall- 
out danger considerably, if your home or 
residence is closed from the inside. 

Your shelter must be supplied with 
food, water, emergency sanitation facili- 
ties, a lantern or flashlight, and other 
essential equipment. “Home Protection 
Exercises” lists such necessities. 

Other emergency actions described in 
“Home Protection Exercises” include 
“home fire prevention and fire fighting,” 
“how to save lives,” “what to do if some- 
one is trapped,” and “home nursing.” 
This booklet is packed with survival in- 
formation. 

In your residence shelter area, food 
and water are the key items of survival. 
After extensive research, experts have 
determined that shelter areas should con- 
tain a seven-day emergency food and 
water supply. The foods and quantities 
are listed in a special publication, “Be- 
tween You and Disaster,” obtainable 
from your local or state civil defense or- 
ganization, or from FCDA. 

The complete “how-to-do-it” story of 
good civil defense for your home is 
further detailed in other easy-reading 
publications — “Emergency Sanitation,” 
“What You Should Know About Bio- 
logical Warfare,’ “About Radioactive 
Fallout,” “Fire Fighting for Household- 
ers,’ “Conelrad,”’ “First Aid Kit,” “So 
You Are Chairman of Civil Defense,” 
and many more publications. Get them 
and read them. They can save lives. 

Your finest role in the preparedness 
that means safety and security is the 


Mary C. Tobin, famous throughout the na- 
tion as “Disaster Mary,” has skillfully 
guided FCDA’s responsibility for the Fed- 
eral Disaster Relief Program. 
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combination of home and job civil de- 
fense. You have a rightful place in the 
leadership group of organized, active 
civil defense. Learn and practice vital, 
life-saving actions. Experienced, trained 
persons can help you. Then, become a 
leader in the training of others. Help to 
unite civil defense at your home or resi- 
dence with civil defense at your job. 
Then bring these together with civil 
defense plans and preparedness for your 
community. 

It begins with you. As many women 
have said before: “There is a ‘pair of 
shoes’ in the protection of your freedoms 
that only your feet can fit.” 








PUBLICATIONS 
. Industry Defense 
. Home Protection Exercises 
. Emergency Sanitation 
4. What You Should Know 
About Biological Warfare 
5. About Radioactive Fallout 
6. Fire Fighting for Householders 
7. Conelrad 
8. First Aid Kit 
9. So You Are Chairman of Civil 
Defense 
10. Between You and Disaster 
The above listed booklets may 
be obtained from your local or 
state civil defense organization, or 
by writing to Federal Civil De- 
fense Headquarters, Battle Creek, 
Michigan. 
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ACCO HELPS KEEP 
THIS BOX ompty 


Boy! The things that can happen in 
an office to make you swear!—Lost letters, 
mis-filed reports, mis-laid sheets, a file folder 
that spills its contents, papers blown about 
by drafts, knocked off desks, mis-handled or 
destroyed. 

Why pay penalties for such misfor- 
tunes? Do away with them! Start Accobind- 
ing! That’s the binding-filing-safe-keeping 
system that keeps all related papers together 
as long as you want them. 

Accobind Folders and Accopress 
Binders are available in sizes to fit all your 
filing needs — and they last for years. Ask 
your stationer to tell you more! 
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A Division of NATSER Corporation 
OGDENSBURG, NEW YORK 
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Rescue training, during the first course 
held for vyomen volunteers in Olney, 
Maryland, Federal Civil Defense Admin- 
istration school in 1956. 








SECRETARIES WHO can ana- 
lyze handwriting earn more, be- 
come vital part of company's op- 
eration. Grapho Analysis—in use 
more than 25 years—gives secre- 
taries who are our graduates and 
members prestige, income, suc- 
cess. Many earn substantial fees, 
part, full time. Others use grapho 
analysis to understand their boss- 
es, other office help, families, 
neighbors, children. Growing 
field, uncrowded, fascinating sci- 
ence and profession. Free illus- 
trated trial lesson sent with full 


details. No obligation. 


IGAS, Inc., Dept. 621, 2307 S. 
Nat'l Station, Springfield, Mo. 
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MEET THE MOST IMPORTANT WOMAN IN BUSINESS TODAY 
Where? St. Louis, Missouri. When? July 17—20, 1957 


by MILDRED JOECKEL, Editor, The St. Louis Salute 





re SECRETARY has become the most important woman in 
business today. Every profession and industry through- 
out this wide world are dependent upon her services. What 
kind of training must such a woman have? In your city and 
in St. Louis the demand is increasing for well trained secre- 
taries. Who develops these efficient dynamos in skirts? Who 
brought about the secretarial school and the secretary? 
What were her schooling and her opportunities of yester- 
day? What are they today? 

In St. Louis many excellent educational sources are avail- 
able to ambitious young women who wish to prepare for a 
secretarial career. High schools teach the fundamentals; 
universities and business schools offer varied secretarial and 
business administration courses. In the time allotted, it 
would have been impossible for the writer to have contacted 
all these founts of knowledge. Many secretaries have ob- 
tained their training at specialized business schools. There- 
fore, information for this article was obtained from three 
St. Louis women who have spent most of their lives per- 
sonally working toward improving secretarial training and 
to elevate the field to a professional basis. We are grateful 
to them for their assistance in gathering material to tell 
you the story of the Most Important Woman and about 
secretarial training “Then” and “Now.” 

Frances McCall, vice president and secretary to Mr. Dan 
Rubicam of the Rubicam Business School, is a charter mem- 
ber of the St. Louis Chapter of The National Secretaries 
Association (International). From hidden archives, Frances 
brought out some mighty old and fascinating scrapbooks 
whose age-darkened covers bulged with crackling brown 
pages of Rubicam memoirs. We wish it were possible to 
tell you here the story of this school whose motto has never 
changed —“Accuracy — our Hobby.” Rubicam was estab- 
lished in 1892 by three sisters, Anne Rex Rubicam, Eliza- 
beth Rubicam Hicks, and Mary Rubicam. One room in an 
office building and three pupils may not have been an 
auspicious beginning, but the enthusiasm and vision of 
these women soon demonstrated the possibilities and oppor- 
tunities open to women in business. Today Rubicam oper- 
ates two school buildings with an enrollment of several 
hundred and an alumni of more than 70,000 successful 


men and women. 
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Mrs. Mary Gassaway, a member of the St. Louis Chapter 
since 1947, is secretary-treasurer and part owner of the 
Sanford-Brown Business College. This business school has 
been training men and women for over 90 years. The 
school continues to offer courses that will aid young people 
to secure better jobs and bring better abilities to the busi- 
ness world. A course in human relations and personality 
development has been added. It has been found that the 
skills of shorthand and typing are not sufficient. Surveys 
have shown that 85% of the people who lost their jobs did 
so because they could not get along with others. Sanford- 
Brown believes that in addition to skills to produce the 
work, the secretary must have the personality to tactfully 
“handle the boss” and others with whom she comes in 
daily contact. 

Margaret Hickey is not a member of NSA. She is hon- 
orary president of the National Federation of Business and 
Professional Women’s Clubs, Inc., and a contributing editor 
of the Ladies Home Journal. As a young lawyer, this re- 
markable woman was among the first to recognize the need 
for special training to create better secretaries. She is the 
founder-director of Miss Hickey’s School for Secretaries 
established in 1934. Hers is the first “women only” pro- 
fessional school in St. Louis to offer a course giving women 
the opportunity to train for secretarial work as a career and 
not just a job. This year she was chosen in the category of 
“Profession” as one of Ten Women of Achievement by the 
St. Louis Globe-Democrat; she was selected for her work in 
training over 5,000 women during the past 23 years. Miss 
Hickey fully recognizes the secretary's contribution in busi- 
ness today and has worked to bring recognition and pres- 
tige to the field. She firmly believes that more women ad- 
vance to important jobs and top salaries by the way of the 
secretary's desk than any other. 

Secretarial work is centuries old. From the expression on 
the Sphinx, she must have been the first confidential secre- 
tary. And—did you know that as far back as the first cen- 
tury B.C. there was a shorthand system to keep court 
records? The whole idea of cryptic writing was outlawed 
during the Middle Ages as a form of witchcraft but was 
revived in England during Queen Elizabeth’s reign and has 
been in practice ever since. There are now approximately 
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350 shorthand systems. In 1837 the first of the modern 
shorthands was introduced by Isaac Pitman and in 1880 
John Robert Gregg added his system. In July, 1909, the 
Spencerian Chartier System of Rapid Writing was intro- 
duced by Mr. L. C. Spencer of New Orleans who invented 
the system as the result of a life’s toil. Newspaper head- 
lines cried “It’s Goodbye to Long Hand.” The St. Louis Star 
featured the complete course in subsequent Sunday issues. 
Today the Gregg and Pitman systems are still widely used. 
A new system called Speed-writing is currently winning 
endorsement and has just been awarded the Good House- 
keeping Seal of Approval . . . as yet, there has been no word 
that Betty Furness will demonstrate the technique on tele- 
vision! 

An additional secretarial tool was developed by 1874— 
the typewriter. However, this machine did not mean an 
open door for women. Women in any kind of business 
were still mildly shocking. So the first “take a letter” was 
issued to young men. Many a prominent executive of the 
next two decades got his start just as the girls of today are 
doing—as a secretary. 

Women began to filter into secretarial work, complete 
with bustles and hobble skirts, during the late years of the 
19th Century. When the young men went off to World 
War I, the girls they left behind took up notebook and 
pencil. In the early 20's a secretarial job held no prestige, 
featured long hours, low pay, and few opportunities for 
advancement. Having gained a foothold, however, the so- 
called weaker sex set about to improve their field by equip- 
ping themselves for greater responsibility. They began to 
spend their evenings studying subjects which made them 
more valuable to their firms. 

With well trained, interested and ambitious staffs so 
available, more and more firms began using such women 
to fill higher positions. Secretarial training schools were 
right there to help these young women do just that. 

Secretarial work had created its own future. Gradually the 
secretary took over time consuming details and junior ex- 
ecutive duties and so the executive secretary came into 
existence. As she moved up, she took the whole secretarial 
field with her. It was no longer possible to step straight 
from school into the kind of job secretarial work had be- 
come. It became necessary for the secretary-to-be to serve 
an apprenticeship .as typist, clerk, or stenographer. 

Business schools have added specialized: courses to include 
training in real estate, advertising, public relations, foreign 
trade, medicine, and law with dictation appropriate to each. 
Besides human relations, voice training is now included. 
Also the operation of the latest office equipment. Higher 
accounting, instruction in banking and investment pro- 
cedures, and career counseling are also a part of thorough 
training in the secretarial field. The graduate today is 
equipped to bring the prospective employer the asset of 
well trained skills and personal qualifications. 
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Secretarial schools “Then” and “Now” have always had 
the same aim—to give women the best opportunity to pre- 
pare themselves for a rewarding career. By constantly im- 
proving and enriching their study courses, they are deter- 
mined to imbue women with the proper skills, attitude, and 
old-fashioned principles of moral and financial obligations. 
These schools have accepted the responsibility of fulfilling 
the need for better secretaries. Thus a thoroughly trained 
secretary is developed to be ready, willing and able to meet 
the pace of today’s modern age of ulcers and atoms. 

The National Secretaries Association (International) is 
continuously working toward increasing professional pres- 
tige. The Certified Professional Secretary rating, similar in 
some ways to the Certified Professional Accountant rating, 
was established to elevate the secretarial profession. Yearly 
increased numbers of women, and some men, take this 
examination. This May will find over a thousand secretaries 
endeavoring to pass this two day examination to achieve 
the highly regarded honor of CPS. Secretaries know that 
much more is expected than shorthand and typewriting. 
Businessmen have awakened to the abilities and potential of 
women in business and are accepting them as assistants and 
partners. 

Secretaries from all over North America, Hawaii, Puerto 
Rico, and Canada will meet in St. Louis next July 17-20 
for the Twelfth Annual Convention of The National Secre- 
taries Association (International ). Meetings and workshops 
will introduce new ideas to help the secretary further her 
career. You will want to be present at this assembly where 
attention will be focused on the most important woman in 
business today—YOU the secretary. 

Have you made your reservations to “MEET ME IN ST. 
LOUIE?” It’s Number 12 ON OUR HIT PARADE of 


conventions. 




















for type that sparkles 
like MEW 


Cleans type CLEANERI 
Handy dauber whisks 
away dirt and goo in sec- 
onds! Non-inflammable, 
absolutely safe. Slow- 
evaporating, hence eco- 
nomical. Look for the 
smart new orange-and- 
blue carton on your 
dealer's shelves. 


NO CARBON-TETRACHLORIDE 
69¢ at all stationers 








and typewriter dealers 
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MIGHTY LIKE A ROSE 


by Mrs. GENEVIEVE MEASE 
Hager Chapter NSA 





INCE growing roses is my hobby I was delightfully sur- 
S prised to learn when I became a member of Hager 
Chapter, of The National Secretaries Association (Inter- 
national) that the rose is the national flower of the Associa- 
tion. 


Growing roses is not strenuous work; yet it provides the 
exercise one needs to keep physically strong. It is relaxing 
to an individual after a hard day’s work and is recom- 
mended to those who should forget their work, problems, 
fears, and mental tension. 

Roses have a fascinating background. They have per- 
fumed the pages of history from the beginning of time and 
can truly be called “Queen of All Flowers.” The rose has 
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been known and honored in both art and literature to a 
greater extent probably than any other single kind of bloom. 
It has been associated with royalty and aristocracy from the 
days of the Romans down through the time of Empress 
Josephine, and even to our own day. Land rent and debts 
were paid in roses as early as the 17th Century. Roses of 
different colors were adopted as badges of opposing factions 
and ultimately gave the name to the ensuing bitter conflict 
of the War of Roses. The rose was widely used in ecclesi- 
astical art, particularly that of the Middle Ages, being found 
in Cathedral stone, and worked into great stained glass 
windows. 

No other flower is as versatile as the rose. Roses, like love 
and music, have the power to make people happy and are 
an accepted symbol of remembrance. They are found all the 
way from their traditional place in the bride’s bouquet to 
serving as an attractive border for a walk or as a shrub in 
the foundation planting of a new home. They bring joy to 
the ill and “shut-ins,” or brighten an office to make it a 
nicer place to work. 


Roadside plantings of climbing or trailing roses beautify 
the highway, control erosion, and require very little care. 

Roses are everywhere, but still there should be more 
roses in public parks and in community gardens. It is in 
such places that the “rose fever” has seized many people, who 
have been inspired by the amazing variety of colors to start 
gardens of their own. As an artist will strive to put his in- 
spiration on canvas, so will a home gardener try to create 
a living picture with growing color, alive and vibrant. 


A public garden is “a thing of beauty and joy forever” 
to all people in the community. Every large city in the 
world has gardens where one may walk beside each plant, 
to enjoy its beauty and fragrance. 


There is a Rose Garden in New York City at the United 
Nations Headquarters. The garden holds a special meaning 
for the people of all lands. Here the rose, a flower known 
and loved everywhere, serves as a reminder to a world that 
desperately needs and wants a harmonious and peaceful 
future. In our capital city we find roses in many parks. 
There are roses in the gardens of some Government build- 
ings, and a very fine rose garden on the White House 
grounds. The rose garden on the grounds of the Monastery 
is noted for its beauty. 
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Every community should seriously consider the desir- 
ability of a public rose garden; even a sidewalk garden in a 
residential area will bring much joy and pleasure to people 
of all ages. Interest in gardening and ownership of a home 
go hand in hand. There is perhaps no better way than 
through a display of Nature’s products to create the desire 
in men’s hearts to maintain a high standard of living in a 
free and democratic way. 

We have no better friends than the friends we make in 
exchanging experiences over a well cared for bed of roses. 
These friends may be seven or seventy, for who can resist 
the: beauty found in the heart of a rose? 


The rose, with its roots embedded deep in antiquity, has 
progressed from the single five petalled flower to today’s 
array of varieties and assortment of brilliant tones and 
hues. The great majority of roses in commerce today are 
the Hybrid Teas. Red roses are favored over all others by 
American gardeners. Yellow is the second most popular 


color. 


Our first roses, Hybrid Teas, were planted in our garden 
in the spring of 1953. For many months I scanned book 
after book for articles on roses. Membership in a rose so- 
ciety proved very helpful. The following year we increased 
our number of roses to approximately eighty, with about 
thirty different varieties. During the late summer we at- 
tended a budding demonstration on roses held in the Na- 
tional Rose Garden, Washington, D. C., sponsored by a 
local rose society. Budding is the method by which roses 
are propagated by nurseries. This was one of the most fas- 
cinating events I have ever attended; and to be sure that 
was our next project. During July and August of 1955 we 
experimented with great success. In the summer of 1956 
we budded an additional 350 roses, which will be used for 
landscaping purposes, bringing our total number of roses 
to approximately 500, consisting of nearly 150 varieties. 


Each project seems to lead to another. Having read sev- 
eral interesting articles on foreign roses we sought informa- 
tion from noted rosarians as to the highly rated nurseries 
abroad. In order to import roses it was necessary to secure 
a permit from the U. S. Department of Agriculture, Quar- 
antine Branch. Imported roses must be grown under post- 
entry quarantine for a period of two years during which 
time they are inspected at various intervals by an official of 
the U. S. Department of Agriculture. If the imported bushes 


are free of disease at the end of the second growing season 
we are then free to cut and distribute the bloom. Up to the 


present time we have imported approximately 50 of the 
highest rated roses from France and Italy, which have 
added immensely to the beauty of our garden. 

For us, one of the greatest pleasures of growing roses is 
found in exhibiting at local or nearby shows. Even when 
shows are non-competitive it is fun to compare the best 
blooms with those of neighbors—a good way to learn about 
roses and make new friends. 


During the growing season I look forward to my return 
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home each evening. Before entering my home, I walk 
through the garden noting each flower. It is then that all 
feeling of tension and exhaustion seems to melt away. 
Spring planting time is here at last and gardens are call- 
ing. If you are one of those who do not grow roses because 
you think it is too much bother to prepare the beds and too 
much care to look after them, please bear this in mind:— 


A rose bed may be prepared in as simple or as compli- 
cated way as you wish. If the soil is fertile and productive 
it needs no special preparation. If it is poor, work in organic 
material such as compost, well rotted manure, peat moss, or 
the like. Be sure to obtain good quality stock and plant 
them carefully by spreading out the roots and packing the 
soil firmly around them and watering. 

If you start growing roses with a dozen or a half dozen 
the only care necessary during the season is a few minutes 
once a week or even every other week to cultivate the bed 
and to dust or spray the bushes for pests and diseases. Fertil- 
izing two or three times a year takes but a few minutes and 
the same applies to winter covering, spring uncovering, 
pruning, and watering. 

That is as much time and bother as your first bed of roses 
will take and the blooms that they might produce through- 
out the season will amply reward you for your efforts. 











OH. TO BE BACK 
AT MY 
TYPEWRITERI! 





Yes, and think of all the pleasurable mo- 
ments that she’s missing by not using the 
best in typewriter papers—SPHINX ... 







A PAPER FOR EVERY 
OFFICE USE! 
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NEWS FROM THE FIVE CORNERS OF THE NSA 


NEWS...NEWS...NEWS...NEWS...NEWS 





SARA BELLE BROWN 
Huntingdon College 


e 
FS 


Montgomery, Alabama 


SOUTHEASTERN DISTRICT 


Welcome to the newest chapter in the 
Southeastern District—Staunton Chap- 
ter (Va.)! Installed by Roanoke Chap- 
ter (Va.), the new chapter has 23 char- 
ter members. NSA members from the 
Lynchburg, Richmond, and Roanoke 
Chapters were present to witness Mrs. 
Margaret McCormick, Virginia Division 
president, conduct the installation serv- 
ice at the Ingleside Resort. 

“The Humorous Side of Income Tax” 
was Mr. Harry Finkelman’s topic when 
he spoke to the Bluefield Chapter (W. 
Va.) at the March meeting. Members 
volunteered their services at the Red 
Cross Disaster Office during a recent 
emergency. 

“Personal and Professional Goals” was 
the theme of Wheeling Chapter (W. 
Va.) Second Annual Seminar held at 
Wheeling College on March 16. The 
Seminar is the chapter's outstanding an- 
nual educational project and was limited 
to 300. Speakers were from education 
and business. Wheeling Chapter is also 
sponsoring a series of courses, under the 
direction of Dr. George W. Anderson of 
the University of Pittsburgh, to help 
those who are interested in taking the 
CPS examination. 

Louisville Chapter (Ky.) members 
have a greater appreciation and under- 
standing of community problems and 
services since Dr. Hugh B. Lynn, sur- 
geon-in-chief at the Children’s Hospital, 
was invited to explain the functions of 
the hospital, types of patients in its care, 
methods of treatment, and the encourag- 
ing results of continuous research and 
study by the medical staff. 
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Rapidly rising standards of the secre- 
tarial field were underscored in talks by 
business and education leaders at the 
Third Annual Institute for Secretaries 
held by the Birmingham Chapter ( Ala.) 
at the Tutwiler Hotel in carrying out 
the theme, “The Challenge of a Profes- 
sion.” 

Savannah Chapter (Ga.) members 
were given a demonstration of the mod- 
ern use of color in telephones to blend 
with the decor of the office and the 
home by Mr. J. W. Lawrence of the 
Southern Bell Telephone and Telegraph 
Company at the February meeting. 

City Manager E. A. Evans spoke to 
the members of the Miami Chapter 
(Fla.) at the February meeting on the 
functions of the various departments of 
their city government and how they 
serve the community. 

Hager Chapter (Hagerstown, Md.) 
observed National Brotherhood Week 
by visiting B’Nai Abraham Synagogue. 

Congratulations to Mr. J. P. Saunders, 
general chairman of the Gulf, Mobile & 
Ohio Railroad, Meridian Chapter’s 
(Miss.) first “Boss of the Year.” He re- 
ceived a silver loving cup from the chap- 
ter during their Executive Night ban- 
quet. 

Palm Beaches Chapter (West Palm 
Beach, Fla.) reports continued interest 
in their regularly scheduled radio broad- 
casts. 

The Confederate Capital Chapter 
(Montgomery, Ala.) presented its an- 
nual scholarship at a recent dinner meet- 
ing. Miss Thadis Wiggins of McKenzie, 
Alabama, was the recipient. 

Capital Chapter’s (Washington, D. 
C.) annual boss-secretary dinner cele- 
brating the fifth anniversary of the 
founding of the chapter, was a “Cap- 
tain’s Party.” The tables were decorated 
with souvenirs from Central and South 
American countries. President Jo West, 
the skipper, kept the cruise on its course, 
and Mr. William H. Huber, director of 


Special Programs and Fire Prevention 
Forest Service, United States Depart- 
ment of Agriculture, was selected to 
reign as King Neptune. Zelma Hicks 
was crowned “Secretary of the Month.” 
Bosses and secretaries participated in “20 
Questions” on NSA and the Capital 
Chapter. The program also included a 
skit, “It Shouldn't Happen to a Boss,” 
borrowed from the Oak Ridge Chapter 
(Tenn.) for the occasion. National 
President Martha Rosamond was the 
honored guest of the evening. 

Beckley Chapter (W. Va.) joined 
with the members of the Raleigh Busi- 
ness and Professional Women’s Club of 
Beckley for their February meeting. Both 
organizations enjoyed an_ interesting 
movie, “Ten Copies, Please,’ which 
traced writing from early man to the 
modern typewriters and also included a 
speed and technique demonstration. 

Fairways Chapter (Augusta, Ga.) 
heard a most interesting talk given by 
Rabbi Norman M. Goldberg. His subject 
—"“Is There a Formula for Peace?”— 
emphasized the need for understanding 
among peoples. The chapter had a very 
successful rummage sale on March 9. 

Dr. Houston Cole, president of State 
Teachers College, Jacksonville, Alabama, 
was chosen the Boss of the Year at the 
Anniston Chapter (Ala.) eighth annual 
Executives Night banquet on February 
20. Mr. Karl D. Klein, of the CPS Insti- 
tute, was the guest speaker. 

Delaware Chapter (Wilmington, 
Del.) listened to a discussion with Mr. 
James W. Nichols of Laird, Bissell and 
Meeds on “Money at Work,” and 
watched a _ twelve-minute technicolor, 
animated cartoon of the New York 
Stock Exchange — “What Makes Us 
Tick.” The film told the story of com- 
mon stocks and how the growth of 
American business is financed by the 
savings of the people. Members typed 
and stuffed 65,000 envelopes for the 
Easter Seal Campaign. 
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Atlanta Chapter (Ga.) is making 
claim to a unique distinction—that of 
having a mother-daughter member com- 
bination! Mrs. Betty Hallmark, director 
in the Atlanta Chapter, became a mem- 
ber in 1954, and her mother, Mrs. Min- 
nie T. Hargett, joined the Huntsville 
Chapter (Ala.) in May 1956. 


ANNE FROHMAN 
7208 Field Ave. 
St. Louis 16, Missouri 


SOUTHWESTERN DISTRICT 


Over 200 secretaries and bosses attend- 
ed the second annual Executives Night 
dinner dance sponsored by Stellar Chap- 
ter (Downey, Calif.). Speakers of the 
evening included R. W. Reekstin, chief 
engineer, Petroleum Equipment Depart- 
ment, Axelson Manufacturing Company; 
Mary J. Boyd, chapter member; and J. E. 
Adams, president North American Avia- 
tion, Inc., Management Club. Entertain- 
ment was provided by a Barber Shop 
Quartet, a Gay Nineties Revue present- 
ed by chapter members, and a magician. 

Queen Beach Chapter (Long Beach, 
Calif.) recently celebrated its tenth 
birthday with a dinner party at the Pe- 
troleum Club. Special guest of the eve- 
ning was California Division Second 
Vice President Dorine George. Charter 
members and past presidents were spe- 
cially honored. Each past president gave 
a resume of her year in office. President 
Jo Maes Knoerr officiated at the installa- 
tion of three new members. Six mem- 
bers attended the Spring Public Rela- 
tions Representatives meeting hostessed 
by Lado Del Rio Chapter at the Mission 
Inn, Riverside, California. 

Two hundred members .and guests at- 
tended Los Angeles Chapter’s (Calif.) 
eleventh annual Executives Night at the 
Terrace Room, Ambassador Hotel, on 
February 6. Mr. Leo Hirschfeldt, a part- 
ner in the firm of Leroy Crandall & As- 
sociates, was chosen Boss of the Year. 
He received his crown from his charm- 
ing secretary, Peggy Castleman. Forty 
members assisted in handling phone 
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calls on Sunday, February 17, at the 
Telethon Broadcast to raise funds for the 
Rheumatism-Arthritis Foundation. 

Lado del Rio Chapter (Riverside, 
Calif.) hostessed the annual Southern 
California Public Relations meeting at 
the world-famous Mission Inn. Mrs. 
Martha Hood of Berkeley, California, 
spoke on “Public Speaking and You.” 
Division officers who attended were 
Marie Bishop, president; Reatha Iver- 
son, vice president; Athene Hensely, 
secretary; Doris Mendonsa, treasurer; 
and Dorine George, public relations 
chairman, who dedicated the meeting to 
Mrs. Vernal Sellin, past-president and 
organizer of Lado del Rio Chapter, and 
presented her with a gift. Evelyn Green, 
local public relations representative, pre- 
sided despite the fact that two weeks 
prior to the meeting she broke both 
ankles while skiing. Member Sally Lar- 
sen, recently arrived from Sweden, su- 
pervised preparation of a Scandinavian 
buffet dinner. 

At the February meeting Orange Em- 
pire Chapter (Santa Ana, Calif.) heard 
Mr. Spurgeon Sparks, deputy director of 
Civil Defense for Orange County, speak 
on the topic “Civil Defense for Orange 
County,” describing the organization 
which is ready for immediate action dur- 
ing an emergency. Seven members at- 
tended the Spring Public Relations Rep- 
resentatives meeting at Riverside. 

“Would You Hire Yourself, Boss?” 
This was the provocative question hil- 
ariously posed by Dr. Cylvia A. Sorkin, 
shrewd and vivacious guest speaker at 
the annual Executives Night of Girardot 
Chapter (Cape Girardeau, Mo.) on Feb- 
ruary 18. The sting of the question was 
eased by the charm of the speaker and 
by the gala Mardi Gras mood of the 
evening, presided over by King Boss 
VII (G. A. Larkin), newly-crowned by 
his secretary Mrs. Genofeva Deneke. 
The pre-lenten carnival spirit reigned 
complete — multicolored balloons and 
serpentine, masks of all sizes and styles, 
a French menu, wandering troubadours, 
music, impromptu singing, and an 
abundance of laughter. 

“Your Pursuit of Progress” was the 
theme of St. Louis Chapter’s (Mo.) 
third annual Workshop which was at- 


tended by approximately 350 members 
and guests. Talks were on “Wake Up 
Your Mind” (Imagineering), “Human 
Relations for the Executive Secretary,” 
“Understanding Today's Securities Mar- 
ket,” and “Watch out for Your Curves.” 

Mrs. Martha Safrit was elected presi- 
dent of Lawton Chapter (Okla.) to fill 
the unexpired term of Mrs. Pauline 
Miller who resigned due to ill health. 
January was a busy month for all chap- 
ter members. The chapter treasury is 
$90 richer from a letter typing project. 
Members stuffed envelopes and assisted 
with a 30-hour Telethon for the March 
of Dimes. 

Mrs. Beatrice Olyer, president of 
Bryan-College Station Chapter (Bryan, 
Tex.) took all local calls during a 24 
hour period when Station KPRC-TV, 
Houston, held a Telethon for the benefit 
of the National March of Dimes pro- 
gram. Also, a number of members 
manned the telephones for a 24 hour 
period during the Radiothon held by 
Bryan Radio Station KORA. 

Approximately 145 secretaries and 
bosses attended Big D Chapter’s ( Dallas, 
Tex.) annual Executives Night at the 
Adolphus Hotel on February 27. Organ 
music was furnished by Mr. Edward 
Thompson, noted Dallas organist. Paul- 
ine Norris explained the chapter’s role 
in education, scholarship, and CPS. Dr. 
Trent Root of Southern Methodist Uni- 
versity gave an interesting and inspira- 
tional talk. 

Things have been happening down 
Galveston way. Since the name Mainline 
has so often been confused with Main- 
land, Mainline Chapter (Galveston, 
Tex.) changed its name to Galveston 
County Chapter. In January the chapter 
held a joint meeting with the Galveston 
Chapter of NOMA. The theme of the 
meeting was “The 6 C’s of Business” 
(consideration, confidence, clarity, com- 
petence, courtesy, and constancy) and 
was conducted by a six member panel— 
three from NSA and three from NOMA, 
with Mr. Fred E. Fischer, American Na- 
tional Insurance Company, Galveston, as 
moderator. 

Houston Chapter (Tex.) held its sev- 
enth annual dinner honoring employers 
in the Emerald Room at the Shamrock 
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Hilton Hotel on February 21. Distin- 
guished bosses served as panelists and 
contestants in a program simulating 
“What's My Line,” with Fred Nahas as 
moderator. The name of the Boss of the 
Year, Ralph S. Ellifrit, director of City 
Planning, was revealed by the identifica- 
tion of the mystery guest as his secretary, 
Mrs. Mickey Aldrich, CPS. Interest in 
the Casebook was stimulated by meet- 
ings held to discuss Casebook type prob- 
lems and solutions. 

At the January meeting of Caprock 
Chapter (Lubbock, Tex.) Mary Randall, 
Lubbock’s Community Ambassador to 
Italy last summer, gave a very interesting 
talk and showed pictures of her trip to 
Italy and other European countries. Four 
members went to Big Spring to assist 
members at large, Dorothea Kain, Lillie 
Curry, Jo Ann Gray, and Beulah John- 
son in their efforts to organize a chapter 
in that city. Proceeds from the sale of 
Christmas cards paid for the chapter's 
scholarship at Texas Technological Col- 
lege. 


ALICIA COGAN 
161 Prospect Park West 
Brooklyn 15, L. I., New York 


NORTHEASTERN DISTRICT 


In February, the fifteen member Mon- 
mouth Chapter (N. J.) was installed at 
Fitkin Memorial Hospital in Neptune. 
NEVP Ethel Ambler officiated, assisted 
by New Jersey Division President 
Susanne Martin and the Division off- 
cers. A reception and tea were tendered 
by Fitkin Hospital in honor of its em- 
ployee, Mrs. Louise Copeland, president 
of the new Monmouth Chapter. 

At its February meeting, Brooklyn 
Chapter (N. Y.) heard an_ illustrated 
talk, “Jewels for a Queen.” The talk, 
made available by the New York Tele- 
phone Company, explained the role of 
the diamond in history, romance, and in- 
dustry. Replicas of famous stones were 
displayed. 

Members of Pagoda Chapter (Read- 
ing, Pa.) have participated in two “Ca- 
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reer Days,” supplying information. and 
encouragement to future secretaries in 
Exeter Township and at Wilson High 
School in nearby West Lawn. 

In February, Mrs. Dorothy Robinson, 
owner of “The Shop on Wheels,” ad- 
vised members of the Norwalk Chapter 
(Conn.) on home decoration, showing 
the use of mural wallpapers by films of 
the White House and other historic 
homes. 

The eighty members and guests who 
attended the sixth annual Boss Night of 
Beaver Valley Chapter (Rochester, Pa.) 
heard an address on economics by Dr. 
Neal Bowman of the National Associa- 
tion of Manufacturers. Dr. Bowman 
cited three “R’s” necessary for business 
success: Realize what competition is, 
recognize potentialities, and revitalize 
ourselves. The chapter’s February meet- 
ing featured a discussion of the N.S.H.A. 

Carmine C. Cerullo, accountant and 
teacher at Worcester Junior College, 
spoke to the Worcester Chapter (Mass. ) 
on the seasonable subject of taxes, out- 
lining problems a secretary might face 
in business or personal returns. 

Members of Flower City Chapter 
(Rochester, N. Y.) modeled at the an- 
nual fashion show, “Easter Parade.” Pro- 
ceeds went toward a scholarship to aid a 
handicapped student complete her secre- 
tarial education. 

Prospective secretaries from local high 
schools heard a roundup of job oppor- 
tunities and requirements at a panel dis- 
cussion sponsored by the Education 
Committee of Trenton Chapter (N. J.). 
Secretarial requirements in government, 
industry, and the professions were cov- 
ered. Serving on the panel, Dr. Paul Lat- 
zer, Trenton Business Training School, 
offered the educator’s viewpoint. Frank 
Lawton, attorney, spoke for the profes- 
sions; John Farrell, New Jersey State 
Civil Service Commission, represented 
government; and Ferguson Reeves, John 
A. Roebling’s Sons Corporation, out- 
lined the secretarial needs of industry. 

Speaking to members of Glider Chap- 
ter (Elmira, N. Y.), Joseph McCluskey, 
Westinghouse Electric Corporation, ex- 
plained new ideas for eliminating bottle- 
necks in his talk on “Work Simplifica- 
tion of Office Procedures.” 


Members of Profile Chapter (Man- 
chester, N. H.) were guests at the Feb- 
ruary meeting of Merrimack Valley 
Chapter (Lowell, Mass.). After the in- 
stallation of six new members, Donna 
Brian, corresponding secretary of the 
Merrimack Valley Chapter, described a 
CPS preparation class she attends at 
Northeastern University in Boston. 

To afford new and old members a 
means of becoming better acquainted, 
the February meeting of the Niagara 
Falls Chapter (N. Y.) was celebrated as 
a Valentine party, with a progressive 
Court Whist game highlighting the eve- 
ning. 

Choosing subject submitted by mem- 
bers, an all-NSA panel discussed secre- 
tarial problems at a recent meeting of 
White Rose Chapter (York, Pa.). 

CPS-minded Providence Chapter 
(R. I.) invited all CPS certificate hold- 
ers in the state to its February meeting 
and bestowed upon each an NSA rose 
and a gold medallion. Barbara Johnson, 
president of Rhode Island Division, pre- 
sented a CPS certificate to 1956 winner 
Marguerite Cole. Muriel G. Fletcher, 
CPS, associate professor of secretarial 
studies, University of Rhode Island, re- 
ceived an honorary membership in the 
chapter. Ambrose B. Kelly, general 
counsel for the Factory Mutual System, 
then addressed the group on “What 
Every Secretary Knows.” 

At the February meeting of the Long 
Island Chapter (Nassau County, N. Y.), 
Dean Gordon Hoxie, C. W. Post Col- 
lege, Brookville, spoke on foreign af- 
fairs, stressing particularly the timely 
topic of Arabian-Israeli relations. 

Talented member of the Newark 
Chapter (N. J.) is Mrs. Loretta Fritts, 
secretary to the president of Tung-Sol 
Electric, Incorporated. Loretta’s oil paint- 
ing, “Waterfall #1,” was selected to 
hang in the Montclair Art Museum 
during the recent 25th Annual Exhibit 
of New Jersey Artists. 

Harrisburg Chapter (Pa.) created a 
unique “57 Varieties” show for its sev- 
enth annual Boss Night. Each organiza- 
tion represented in the chapter partici- 
pated by arranging an exhibit to display 
and explain its products or services. 
This instructive array drew interested 
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praise from the bosses and the press. 
Dr. Robert Bernreuter of Pennsylvania 
State University spoke on “Whose Boss 
and Who’s Boss,” suggesting loyalty and 
respect as a secretary's duty, and con- 
sideration and respect as an employer's 
obligation. Dr. John O'Neil of the Penn- 
sylvania League of Cities was chosen 
1957 Boss of the Year. 

After the proclamation of NSW by 
Pittsfield’s Mayor Harvey E. Lake, the 
members of Berkshire Hills Chapter 
(Pittsfield, Mass.) will honor executives 
and secretaries at a Secretaries Day 
luncheon. The chapter will also present 
a career girl fashion show and sponsor a 
series of movie-lectures in the local 


schools. 


Z. G. MCCANCE, CPS 
404 Hume Mansur Bldg. 


Indianapolis 4, Indiana 


GREAT LAKES DISTRICT 


Athens Chapter (Ohio) members 
heard a very interesting discussion on 
Electronic Data Processing. It was pre- 
sented by Betty Weaver, CPS, and as- 
sistant professor in the School of Com- 
merce of Ohio University. An honorary 
membership has been conferred upon 
Doris Sponseller, chairman of the Secre- 
tarial Studies Department, Ohio Uni- 
versity. Miss Sponseller, an authority on 
business communications, is a member 
of the executive board of the American 
Business Writing Association. Recogni- 
tion was given because of her efforts in 
helping to establish the chapter and for 
invaluable help with its education pro- 
gram. 

Sybil Gilmore, correspondence super- 
visor of the Standard Register Company, 
Dayton, Ohio, recently spoke at a Rose 
City Chapter (Richmond, Ind.) meeting 
on “Today’s Letters.” She commended 
NSA for its part in elevating the stand- 
ard of letters in the business world. In 
February the members were dinner 
guests of the Perfect Circle Corporation. 
They were conducted on a tour of the 
plant with explanations of the various 
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types of piston rings made there. The 
tour ended in the offices with a movie 
depicting the development of the type- 
writer and other machines. 

A luncheon fashion show at the Pere 
Marquette Hotel was sponsored by Mar- 
quette Chapter (Peoria, Ill.) in Febru- 
ary. About 300 women attended. Ten of 
the 20 models were NSA members, and 
member Margaret Henrich did the com- 
mentary. 

Lorain Chapter (Ohio) conferred an 
honorary membership upon Robert C. 
Singleton, vice president of engineering, 
Nelson Stud Welding Division of Greg- 
ory Industries. The theme of the chap- 
ter’s annual Executive Night dinner was 
“Big Chief—Little Chief.” Guest speak- 
er Charles Day, news broadcaster of 
Cleveland, Ohio, radio station WGAR, 
spoke on “Live Tales from Dead Mikes.” 

Huron Valley Chapter (Ann Arbor, 
Mich.) conducted a secretarial review 
course on four Saturday mornings dur- 
ing January, February, and March. The 
three-hour meetings covered “Human 
Relations for the Secretary,” “Is Your 
Grammar Showing?” and “Effective Pub- 
lic Speaking for Secretaries.” Lecturers 
were professors from Wayne State Uni- 
versity and the University of Michigan. 
Enrollment was open to non-members. 

Western Reserve Chapter (Warren, 
Ohio), following its current annual 
theme “Keys to Open More Doors,” 
presents a key to some phase of secre- 
tarial or educational enlightenment each 
month. “Keys to the City” was the theme 
for the tenth anniversary in February. 

Michigan Division President Charlotte 
Darby presented a CPS certificate to 
Agnes Nelson at a Muskegon Chapter 
(Mich.) meeting in January. 

River Bend Chapter (South Bend, 
Ind.) held its third annual Secretarial 
Conference March 23. The day started 
with “Long Live the Secretary” by John 
A. Scott, president of the Chamber of 
Commerce and ex-mayor. Clare Jennings, 
GLVP, discussed “Why Bother with 
CPS?” Expert advice on fashions was 
given by Rea Seegar of the Chicago 
Tribune. The day closed with the popu- 
Jar Problem Clinic. 

Abraham Lincoln Chapter (Spring- 
field, Ill.) is building up its scholarship 


fund by giving a series of lectures to 
students of Brown’s Business College. 
The fund was also increased through a 
donation by A. R. Booth, employer of 
chapter president Alma Gard. 

Lafayette Chapter (Ind.) entertained 
20 guests at a dessert meeting in Febru- 
ary. “From Little Things in NSA” was 
presented by Ruth Donaldson, Division 
president. Mrs. Earl Harlan gave a read- 
ing, “Humor, What Makes People 
Laugh?” 

“A Symposium for Today's Secretary” 
was presented by Milwaukee Chapter 
( Wisc.) February 23. Featured speaker 
was Dr. Mary Virginia Moore, assistant 
professor of Business Education at Mich- 
igan State University. The subject, “Pro- 
fessional Characteristics,’ was divided 
into two morning meetings followed by 
question-answer periods. At the lunch- 
eon, Dr. M. Arline Albright, professor 
of Education at Marquette University, 
spoke on “The Path to Successful Inter- 
personal Relationships.” Chapter VP 
Gladys MacPherson, CPS, was moderator 
of a “Secrets of Charm” panel. Mrs. Mary 
Ann Zurheide, former instructor in 
foods and nutrition at Iowa State Col- 
lege and consultant at Mayo Clinic, 
spoke on “Food Becomes You.” Ottis 
Swiget, instructor in speech and history 
at Shorewood High School, presented 
“The Business of Conversation Is Your 
Business.” Mrs. Mary Beck, teacher at 
Shorewood Opportunity School, spoke 
on “Posture and Grooming.” 

River Park Chapter (Wyandotte, 
Mich.) members heard Dr. Theodore 
Hoffman of the University of Detroit at 
the January meeting. Dr. Hoffman is 
professor of Business Administration 
and Economics. Since the study group 
had just completed discussions on these 
subjects, the talk was very timely. 

Eleven new members were initiated 
recently into Kikthawenund Chapter 
(Anderson, Ind.). Interesting chapter 
programs during the winter included 
talks by a record analyst and by the vice 
president of a local bank. 

Kewanee Chapter (Ill.) reports that 
management there is showing a great 
interest in NSA. Several employers are 
paying all or part of their secretaries’ 
initiation fees and Association and local 
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NEWS FROM THE FIVE CORNERS OF THE NSA 
















1. Modeling Bermuda fashions at “A Night in Bermuda” 
party given by United Air Lines for the Denver Chapter 
(Colo.) are: Carol Harvey, Blanche Rief, Wilma McGil- 
livray, Jo Madden, Bill Morletti, and Marguerite McCul- 
lough. The Bermuda policeman is Bill Gray, United Air 
Lines employee. 


N 


. Making a final check on plans for a membership tea spon- 
sored by Blackhawk Chapter (Davenport, Iowa) are: Mrs. 
Jean Clay, president; Mrs. Loretta Lutz, membership chair- 
man; and Mrs. Mildred Wayson, treasurer. 


3. Renewing friendships at the Boss Night event of Hawkeye 
Chapter (Des Moines, Iowa) are: standing, President 
Gertrude Hornberger; Cassandra Waterman, NSA admin- 
istrative assistant; and seated, Irene Johnson, Iowa Division 
president; and Helen A. Moe, national treasurer. 


4. Staunton Chapter ( Va.) officers, | to r, seated: Mrs. Gloria 
Raymond, president; Mrs. Irene Seaton, vice president; 
standing, Betty J. Prufer, treasurer; Mrs. Ethel Doyle, cor- 
res. secretary; and Mrs. Elinor Hutchison, recording sec’y. 


5. Elsie Heifner, president of Bluefield Chapter (W. Va.), 
assists the Bluefield Red Cross Disaster Center. 


6. Members of the Wheeling Chapter West Virginia Seminar 
Committee: Mrs. Margaret Brendy, Mary Doyle, and Clara 
Jean Holland. 








5. 
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. Brooklyn Chapter (N. Y.) joins in annual celebration of 


Forsythia Day, marking season’s first blooms of borough’s 
official flower, by presenting special spring issue of chap- 
ter’s bulletin, The Forsythian. Seated are: Grace Betts, 
Marion Schoepfer, and Clara Hamma. Standing are: Mary 
Healy, Helen Wood, and Helen Douglas. 


. Marion Awad, safety program chairman, accepts Carol 
Lane Certificate of Merit from Andrew G. Nelson of Shell 
Oil Company at presentation dinner tendered Winifred E. 
Seguin Memorial Chapter (Oneida, N. Y.) by Shell Oil 
Company in honor of chapter’s safety award. 


. Wings Chapter (Dayton, Ohio) Boss Night. Seen here are: 


“Queen” Roszella Rhodes; “King” Hans O. Howard, dis- 
trict manager, Revere Brass and Copper Co.; Mrs. Elinor 
O'Grady, committee chairman; and M.C. Joe Cox. 


. A. R. Booth, Abraham Lincoln Chapter (Springfield, Ill.) 


scholarship contest judge, presents check for the fund to 
his secretary, President Alma Gard, and Education Chair- 


man Betty Roberts. 


. Doris Gregg, CPS, charter member of Trinity Chapter 


(Fort Worth, Tex.), who was elected to teach the CPS 
course at Texas Christian University for 1956-57. 


. At Southern California Public Relations Meeting are, 1 to 


r, Dorine George, Division public relations chairman; 
Marie Bishop, Division president; and Evelyne Greene, 
public relations representative, Lado del Rio Chapter (Riv- 
erside, Calif.) . 


. Galveston County Chapter (Tex.) and Galveston Chapter 


of NOMA held a joint meeting at which the theme was 
“The 6 C’s of Business.” Panel members discussing this 
subject are, 1 to r, Mrs. Edna Van Open, NSA; J. W. Ar- 
rington, NOMA; Mrs. Margery Norris, CPS, chapter presi- 
dent; Fred E. Fischer, moderator; Carl Herndon, NOMA; 
Erlyn Olmstead, NSA; and Jack Winters, NOMA. 





dues. At the February meeting, members 
saw the American Red Cross film, “Pre- 
scription for Life.” A talk was given by 
the secretary of the local chapter, an 
NSA member, on the important blood 
program. 

The ninth annual Boss Night of Glass 
City Chapter (Toledo, Ohio) was held 
January 28. A nautical theme was car- 
ried out in the attractive decorations. 
Principal speaker was Perle Whitehead, 
a deputy regional executive of Boy Scouts 
of America. 


DOROTHY STEPAN 
Lincoln, Nebraska 
531 South 18th St. 
Apt. 309 


NORTHWESTERN DISTRICT 


“A Night in Bermuda” was enjoyed 
by Denver Chapter (Colo.) when 
United Air Lines entertained with a 
DeLuxe Red Carpet Mainliner Flight 
dinner served at Municipal Airport. 
Members modeled Bermuda resort cos- 
tumes. A color film depicting the de- 
lights of a Bermuda vacation was shown. 
Chapter members addressed 55,000 en- 
velopes for the 1957 March of Dimes 
campaign. Thirty-five secretaries en- 
rolled in the class “The Secretary and 
Business” conducted by the chapter at 
the University of Denver. The seven- 
week course touches on the various sub- 
jects which comprise the CPS examina- 
tion. As a fund-raising project, Denver 
Chapter sponsored Mr. Lewis Moore, a 
young talented concert pianist from 
Houston, Texas, who gave a brilliant 
performance before an audience of 1,000 
secretaries and friends. The Ways and 
Means Committee gave a Valentine 
party to patients in the TB wards of 
Denver General Hospital and Colorado 
General Hospital. Approximately 100 
gifts were donated by members. 

A Membership Tea, sponsored by 
Blackhawk Chapter (Davenport, Iowa), 
featured as guest speaker Irene Johnson, 
Iowa Division president. A welcome 
guest of the chapter at a recent meeting 
was Muriel Gilham, president of Puget 
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Sound Chapter (Bremerton, Wash.), 
who was on a special work assignment 
in Illinois. Members donated to the 
“Sheltered Workshop,” a new civic proj- 
ect for physically-handicapped children 
and adults. 

Smorgasbord was the order of the day 
for the February meeting of Bookcliff 
Chapter (Grand Junction, Colo.) Guest 
speaker for the occasion was Mr. Robert 
Serviss, co-chairman of the Grand Junc- 
tion Diamond Jubilee Committee. The 
chapter voted to donate one-half day per 
month per member for secretarial help 
for the Jubilee which will take place in 
September. Members typed 11,000 en- 
velopes for the Crippled Children Drive. 

Tall Corn Chapter (Council Bluffs, 
Iowa) received a special Certificate of 
Award from the Council Bluffs Red 
Cross for 100% membership participa- 
tion in the 1957 Red Cross drive. The 
chapter was responsible for addressing 
more than 4,000 envelopes. The chapter 
was represented on the Advance Plan- 
ning Committee for the Senior Tea 
sponsored by various Council Bluffs 
women’s service clubs. 

Ak-Sar-Ben Chapter (Omaha, Nebr. ) 
observed its annual Boss Night with a 
dinner at the Sheraton Fontenelle Hotel. 
Guest speaker was the Very Reverend 
Carl M. Reinert, S. J., president of 
Creighton University. Boss of the Year 
honors were bestowed upon Mr. Ells- 
worth Moser, King Ak-Sar-Ben LXII. 

Four Hawkeye Chapter (Des Moines, 
Iowa) members presented a panel dis- 
cussion on the Hoover Commission in 
March. The chapter held a rummage sale 
to raise funds for two scholarships to 
Des Moines business colleges. 

In observance of Business-Education 
Day at Bremerton, Washington, Mrs. 
Ann F. Lofstedt, Washington Division 
secretary and member of Puget Sound 
Chapter (Bremerton, Wash.), spoke on 
the secretarial profession to an audience 
of approximately 100 high school girls 
interested in a secretarial career. She ex- 
plained the CPS program as well as 
other aspects of the profession. Members 
are busily working on fund-raising for 
their scholarship project. 

Melior Vita Chapter (Sioux Falls, 
S. Dak.) held a benefit card party with 





proceeds going to the Student Loan 
Fund. A film, “Desk for Billie,’ which 
is the life story of Billie Davis, was 
shown at the February meeting. 

Electronic data processing machines 
were explained to Ottumwa Chapter 
(Iowa) members by Mr. Robert Bulen, 
works auditor of the John Deere Ot- 
tumwa Works. The chapter voted to 
initiate a scholarship program and will 
present this year their first scholarship, 
amounting to $100. Member Olive 
Treneman is working for Congressman 
Karl LeCompte in Washington and is 
meeting NSA members there. 

Marion Erickson, member of Minn- 
Arrow Chapter (Duluth, Minn.) showed 
beautiful colored slides and gave a nar- 
ration of her recent trip to South Amer- 
ica at the chapter’s February meeting. 

St. Valentine was the theme of the 
annual Boss Night party of Cornhusker 
Chapter (Lincoln, Nebr.) at which 
eighty-six secretaries and bosses enjoyed 
the social hour, dinner, and program 
consisting of vocal duets, ballet and tap 
dancing. 

Civil defense was the topic of the pro- 
gram of Sioux Chapter (Sioux City, 
Iowa) as M. Sgt. Lawrence Seiler of 
Denison, Iowa, gave an interesting and 
informative talk, illustrated with films, 
on the work of the Ground Observer 
Corps. The chapter was represented at 
the annual Mardi Gras of Sioux City, 
Iowa, by Donnabelle Benson, who was a 
countess. A representative from Charm 
magazine was commentator for a new 
spring style event at the March meeting 
of the chapter. 

As St. Paul Chapter (Minn.) mem- 
bers arrived for the February meeting, 
each was presented with a jonquil in an- 
ticipation of a talk and demonstration 
entitled, “Romance and Flowers,” given 
by Mr. George Vavoulis, a leading Sc. 
Paul florist. 

Victory Chapter (Waterloo, Iowa) 
participated in an unusual type of pro- 
gram when Mrs. Gladice Sears, of Gates 
Business College, gave members a series 
of tests to determine suitability to their 
jobs, happiness on their jobs, and their 
proficiency in spelling and punctuation. 
At another meeting, Mr. Robert Lovejoy 
explained how to decorate a house. 
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DATES TO REMEMBER 


Annual Convention 
Time: July 17-20 
Place: St. Louis, Missouri 
Hostess: St. Louis Chapter 
Southeastern District 
Alabama Division 
May 24-26 
The Reich Hotel, Gadsden 
Gadsden Chapter 
Carolinas Division 
May 17-19 
Washington Duke Hotel, Durham, N. C. 
Durham Chapter 
Delaware-Maryland-D.C. 
May 17-19 
Hotel Alexander, Hagerstown, Md. 
Hager Chapter (Hagerstown, Md. ) 
Florida Division 
May 24-26 
The Golden Gate Hotel, Miami Beach 
Miami Chapter 
Georgia Division 
May 24-26 
The Bon Air Hotel, Augusta 
Virginia Division 
Time: May 24-26 
Place: The Ingleside Inn, Staunton 
Northeastern District 
New Jersey Division 
April 6 
Mayfair Farms, West Orange, N. J. 
New York State Division 
May 24-26 
Hotel Statler, Buffalo, N. Y. 
Pennsylvania Division 
June 7-9 
Hotel Sterling, Wilkes-Barre, Pa. 
' New England 
June 7-9 
Hotel Statler, Hartford, Conn. 


Time: 
Place: 
Hostess: 


Time: 
Place: 
Hostess: 


Time: 
Place: 
Hostess: 


Time: 
Place: 
Hostess: 


Time: 
Place: 


Time: 
Place: 


Time: 
Place: 


Time: 
Place: 


Time: 

Place: 
Northwestern District 

Regional Conferences 

Region I 

Time: November 1-2-3 

Place: Washington Hotel, Seattle, Washington 
Region III 

Time: October 18-19-20 

Place: Kirkwood Hotel, Des Moines, lowa 

Division Meetings 

Washington Division 
April 26-27 
Olympus Hotel, Tacoma, Washington 
Mt. Rainier Chapter 
Utah-Idaho-Wyoming Division 
May 4-5 
Pocatello, Idaho 
Teepee Chapter 

Colorado Division 

May 18-19 
Hotel Congress, Pueblo, Colorado 
Kachina Chapter 


Time: 
Place: 
Hostess: 


Time: 
Place: 
Hostess: 


Time: 


Place: 
Hostess: 
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Time: 
Place: 
Hostess: 


Time: 


Place: 
Hostess: 


Time: 


Place: 
Hostess: 


Iowa Division 

May 25-26 
Cedar Rapids, lowa 
A. N. Palmer Chapter 

Minnesota Division 
May 25-26 
St. Cloud, Minnesota 
Quarry Chapter 
Nebraska-South Dakota Division 
May 25-26 
Fremont Country Club, Fremont, Nebraska 
Pioneer Chapter 


Great Lakes District 


Time: 


Place: 
Hostess: 


Time: 


Place: 
Hostess: 


Time: 
Place: 


Hostess: 


Time: 
Place: 


Hostess: 


Time: 
Place: 


Hostess: 


Indiana Division 
April 5-7 
Hotel Gary, Gary, Indiana 
Duneland Chapter 

Illinois Division 
April 26-28 
LeClaire Hotel, Moline, Ill. 
Rock River Chapter 

Wisconsin Division 
May 3-4 
Hotel Racine, Racine, Wis. 
Racine Chapter 
Michigan Division 
May 17-19 
Michigan Union, Univ. of Michigan Campus, 
Ann Arbor, Mich. 
Huron Valley Chapter 
Ohio Division 

May 24-26 
St. Francis Hotel, Canton, Ohio 
Codi Chapter, Canton, and Massillon Chapter, 
Massillon 


Southwestern District 


Time: 
Place: 


Time: 
Place: 


Time: 
Place: 


Time: 
Place: 


Time: 
Place: 


Texas-Louisiana Division 
April 5-7 
Blackstone Hotel, Tyler, Texas 
Kansas Division 
April 26-28 
Coffeyville, Kansas 
Missouri Division 
May 17-19 
Elms Hotel, Excelsior Springs, Missouri 
Arizona-New Mexico Division 
May 24-26 
La Posada Inn, Santa Fe, New Mexico 
California Division 
May 24-26 
Lafayette Hotel, Long Beach, California 


California-Arizona Regional Conference 


Time: 
Place: 


October 12-13 
Statler Hotel, Los Angeles, California 


Ark-Kan-Mo-Okla Regional Conference 


Time: 
Place: 


Time: 
Place: 


November 2-3 

Town House, Kansas City, Kansas 
Tex-La-NM Regional Conference 
November 9-10 

Gunter Hotel, San Antonio, Texas 








MEMO T0: 





SUBJECT: 





Miss Brooks 


YOU 








“OM *A9TO sesuey 
*PAIG poomuty *g gz 
uoyestD suey 


In every male there's a silent voice that tells him he is Lord and 

Master, the axis ‘round which his private world revolves. In some of us 

it's a big voice; in others, just the echo of a whisper. But in all of 

us, it's always there. 

It's this that makes so many of us men take so many of the best things 

in life for granted. 

The admission doesn't come easily——but I'm spoiled. It's high time I 

broke down and thanked you for not undermining my little illusion that 

I'm Lord and Masteg at this desk. So thanks... 

—for those big little things like knowing how to spell and punctuate 
and type letter-perfect copy really fast 

—for never seeming to mind how much I dictate and never falling behind 
in transcription 

—for your Mona Lisa smile instead of a scowl when the papers "you must 
have mislaid" turn up in my briefcase 

—-for the buttons you've sewn on my coat, the wedding presents you've 
bought, the reminders of birthdays I was about to forget 


—for not allowing my desk to get too disorderly, despite my daily 


efforts 


—-for the visitors you see’when I'm "in conference" and those you make 


me see because you know I should 

—for that warm telephone personality that's such a great help to the 
company and me 

—for the publications you read and mark, the reports you digest, the 
gossip you tactfully relay, the subtle suggestions you make about 
things I should do or shouldn't 

—for the time you took the children to the circus...and my wife to the 
matinee I couldn't make 

—for somehow giving people in the office the impression that I'm a won- 
derful boss (and somehow giving me the impression you really mean it) 

—-for smiling when I need a smile and listening when I want an audience 

—for proving that with you and my Dictaphone TIME-MASTER I can be sure 
that once it's said, it's done—-in a hurry and right 

—for managing to be both efficient and feminine without being too 


obviously either 
—for all the wonderful things you are and do that make me a very happy 


lower-case lord and master at this desk. 
Gratefully, es 


- 








